_ OFFICE OF THE SECR |
APPLICATION Fonf RECORDS RETENTION SCHEDULE DEPARTMENT OF ARCHIVES AND RISTORY

. . RECORDS MANAGEMENT DIVISION
INSTRUCTIONS See Publscation No 76—PM 1 for instructions on completing this form. Forward signed original to

Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Sectlon ;

FOR AGENCY USE_ | 1. Agency Address R -. FOR RECORDS MANAGEMENT USE

Application Date ' : _ . . Application Number
Comptroller General, State Fire Marshal

L]
1 Arson Investigation Division ‘ 53"' 7

Application Number #7 MIK Jr. Drive, Room 448 Date Received . . - Date COmpleted
___ | Atlanta, Georgia 30334 | JAN 12 1983 | TAN1 9 1983
2. Person to Contact Worki_n;_:; Title Telephone _I\I_t;r;uh:r—_
Barbara Driskell Secreta.ry—Investlgat:Lon D1v1510n . 656- 2061&
3. Actlon Requested @7‘ T B T

a. [f] Establish Retention Schedule; record will continue to accumulate

b. ([ Dispose o_f present accumulation; no further accumulation anticipated.,

c¢. [0 Amend Application No. Check One: [ Change; [0 Supercede; O Void ]
4, Dates of Series 5. Records Series Title {fo/lowed by title used in office, if different)
Earliest - Latest
1965 | Present, Owner/Occupa.nt Index File

6. Division and Office Functlon What is the function of the Dwnsson and the Offlce in whlch thls record series is created?

The State Fire Marshal is responsible for the preventlon of the destruction of life and
property by fire, panic from fear of fire, and explosion and related hazards as directed
by the Georgia Safety Fire Act. The Arson Investigation Division is empowered with the
Powers of Arrest and empowered to carry weapons to enforce the Arson Statutes under

House Bill #1926. Investigators are called to examine a fire scene to determine the exact
origin of the fire & whether or not it was an incendiary, or set, fire. If determined
arson, they act as law enforcement officers with working local 1eve1 authorities and they
investigate to apprehend the perpetrators of the crime. Our men screen fire scene debris for
incendiary devices, accelerants and foreign materials. They interview witnesses, compile
investigative reports, furnish evidence of criminal acts to local District Attorneys, and
testify to same in a court of law as expert. witnesses.

C - Ao - . - -

7. Record Series Description This file contains the followmg documents (mclude form numbers and t:tles if any)
Attach samples of the file.
Documents relating to: maintaining a cross—reference to the Case Action Investigation Reports File
and to maintaining a continuing record of individuals involved in arson investigations for
use in future arson investigation cases.

Included are:  4"x6" index cards containing names of owners, occupants, witnesses, and
subjects involved in fire losses investigated by the Arson Investigation
Division of the State Fire Marshal's Office

File is arranged: alphabetically by last name of individual.

8. Monthly Reference Rate ~ How often are records referred to which are:
One to six months old . 2,0W___, Seven to twelve months oid 15 — Thirteen to twenty-four months old 10

" twenty-five: months and older _107 9 Dae ol
9. Annual Rate of Accumulation of Records

-

Letter-size drawers, j tze dr ers

- *
her f]
*File drawers with center WO rows o :5 glv cards in each gggc’tvaer drawer.
Annual accumulation approx1mately rows or

AR-80—71; Rev.76 {Over)

b o e - .




YES | NO | 10. Questlonnalre {Place an X"’ in the proper column) . < -

. Is this the official copy of the series? , 1 N
__X__.____ . lf not, where is it? ___ : e : ' )

X b. Does the series contain oognfldentlal mformatlon requiring security handling? If yes, cite law or regulatien.
Y Is th|s a vital reoord? T _k ' ) B 4
X d. Does this series have historical or long term ‘research value? ot )
e. When one or two documents in the file make it necessary to keep the entire file for a long penod could these

| | X | documents be scheduled separatety?

X f, s the information contained in this series ever Dubhghed? lLyes. attach cop: _

L 1 X |  Myes, where?

g. Is the mfo?maﬂon contained in this series ever analyzed and/or recorded ina summarlzed report?

X If ves. attach copy. e
1 h. Istherea dupllcatlon of this series in your office, or in another foace or agency? -

| x | i lsthis series (or-2 major portion of it) reqularly microfilmed?
X j.. Does the record series result in a computer printout? -~ T

11. Retention Requirements ;The following requires the series to be kept
a. State Law _._years, 3 d. Audit period S V- £ 3
b. Statute of limitation - —- years. &. Administrative need — 05 ___ __years,
c. Federal law . years, f. Federal retention instructions years,

Attach copy or excert of laws or regulations. Explain administrative need. -
These files are used in arson investigations to cross reference 1nd1v1duals to

determine an 1nd1v1dual's repeated 1nvolvement 1n f1re loss 1nc1dents of susp101ous
nature.

- - - T - - - - e = - -
) . . -~ e - - -
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12. Appiroved Dispositien Insj{_r-ucﬁons' Thls agency recommends that the fule series be cut off at the end of each I
- N - 0 Calendar Year; [ Fiscal Year; Other - e - then,

- - - hE - - —_—— EAN - S . ) ae T

[0 Hold in the current files area = - : _-_month(s)wyear(s) then e .
- O Transfer to local holding area; hold w—vyear{s);then - . _.__.. . . .

O Transfer to State Records Center;hold _______._year(s); then .. - . __- -
O Destroy. ... - : S LT ST , _
O Transfer to State Archlves for permanent retentlon R e e o .

¥t Other (Specify)
Hold in current files area for 75 Years then destroy.

|
These instructions apply to all prior and future accumulations of the series.

_A_geggyﬁgg?d@es’;gneg (Signature) “ __Date__ Reeords Management Officer (S:gnature) — Date_:__ _

S——

o <48 /-//-83

State Records Committee (Signature) - Date
Recommendations in para-

graph 12 are approved. State AuditorlDesignee/ - MW f-_’ / "f”?}

(If disapproved, attach letter

of explanation.) - ﬁcretary of State/Desngnee /1 _.4(1.*)9\4{ LLLLHM 7 " o )~ 1-§3
 A7-%3

Attornev GenerallDeslgnee

AR-50—71; Rev.76
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